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C. ENROLLMENT MANAGER USER GUIDE CONTENT & INSTRUCTIONS 

1. OVERVIEW 

The purpose of this document is to provide information and tutorials on how to use Enrollment Manager (EM), the system for inputting and editing student 

enrollments. Within Enrollment Manager, School Certifying Officials (SCOs) can do the following: 

¶ Create student records 

¶ Associate a student with a facility 

¶ View student information 

¶ Submit student certifications 

¶ Add notes to a studentôs profile and to their enrollment 

Please note that all information contained in this manual is based on fictitious names, Social Security numbers, and other personally identifiable information. The 

Enrollment Manager User Guide is a general reference guide.  

ENROLLMENT MANAGER 

Enrollment Manager is the modernized platform for School Certifying Officials, replacing VA-Online Certification of Enrollment (VA-ONCE) functionality, used to 

create and view student information. EM provides the same core functions of VA-ONCE and its new sustainable increase efficiency.  

VA EDUCATION PLATFORM  

The VA Education Platform is the log-in page for external users to gain access to VA systems, such as Enrollment Manager, through an approved authentication 

method (ID.me or Login.gov). This authentication provides an additional layer of security to keep all personal information safe and provides a Single Sign On 

experience, where one set of user credentials provides access to multiple platforms (AskVA, Enrollment Manager, etc.).  

  

https://iam.education.va.gov/user-access


 

6 

 

VA EDUCATION PLATFORM PORTAL 

Once properly authenticated through ID.me or Login.gov, School Certifying Officials will utilize the VA Education Platform Portal to access Enrollment Manager. 

The VA Education Platform Portal is where VA manages the Digital GI Bill® applications in one place and is where access to Digital GI® Bill applications is 

managed by both VA and by SCOs. 

When logging in to Enrollment Manager for the first time, SCOs will need to follow one of the below actions to gain access. 

¶ Gain first-time access through legacy VA-ONCE credentials 

¶ Request access through ELR 

¶ Request access as an Assistant or School Certifying Official Read Only 

When access is granted using the previously mentioned methods, users will then be able to manage access requests from Assistants and School Certifying 

Officials Read Only users, and manage facilities as a School Certifying Officials within the VA Education Platform Portal. Additionally, one access is granted, SCOs 

will be able to log into and use all functionalities available in Enrollment Manager from the VA Education Platform Portal. 
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DEFINITIONS 

There is updated terminology used throughout the Enrollment Manager platform. Listed below are the updated terms with corresponding definitions found in 

Enrollment Manager. 

New Term New Term Definition 

Amendment Any change made to an enrollment after it is submitted 

Assistant (SCO Assistant, 

Certifying Official Assistant, 

School Certifying Official 

Assistant) 

The Assistants have limited access such as View Bio, Certs, VA Data, Log, History tabs; Edit Bio, Certs, and Log 

tabs; and delete unsubmitted certs. It will be associated with only one Facility Code. School Certifying Official 

assistants must have their work reviewed before they can submit it to VA 

School Certifying Official Read 

Only (Read-only Users, Read 

Only SCO, SCO Read Only, Read 

Only Certifying Official) 

Users who will not be able to submit/change enrollments, but can log in to view data 

Vacation Period 
The dates of official facility vacation periods which are seven or more consecutive days. Used when certifying non-

standard enrollment periods for all benefits 

Online Credits  Web-based learning using one or more technologies to deliver instruction to students 

Preset Enrollments 

Term dates on approved facility calendar that can be prepopulated.  

¶ NCD and IHL facilities can use Preset Enrollments.  

OJT, Apprenticeships, and Flight facilities cannot use Preset enrollments.  

Student, Trainee Individual using their VA education benefits to pursue educational programs, training, certifications, etc. 
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Facility, Institution 
Includes all institutions of higher learning as well as nontraditional courses/programs where education or training is 

pursued 

Program Studentôs chosen path of study that is pursued at a school or training facility.  

In progress Enrollment/Amendment/Certification in in draft state 

Pending School Certifying 

Officials Review 
Draft must be verified and submitted by School Certifying Officials 

Submitted Enrollment/Amendment/Certification was sent for processing 

Under Review Enrollment/Amendment/Certification was oof-ramped for manual review 

Processed Enrollment/Amendment/Certification has been adjudicated 
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2. ACCESSING ENROLLMENT MANAGER AND APPROVING ADDITIONAL USERS 

AUTHENTICATION VIA THE EDUCATION PLATFORM  

 

Authenticating via the Education Platform with a New ID.me or Login.gov Account 
 

1. Navigate to the VA Education Platform sign-in page and select ñSSOeò. 

 

  

https://iam.education.va.gov/user-access
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2. Make sure you have your Social Security Number, Driverôs License or Passport, and mobile phone or email address handy. 

 

Note: You only need to provide these documents once for initial identity verification. It is important to verify your identity to help keep your information safe to 

prevent fraud and identity theft.  

3. Select sign in using ñID.meò or ñLogin.govò based on where you created your account. 

 

Note: Subsequent screens demonstrate logging in with ID.me, Login.gov will follow similar steps 
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4. Select ñCreate an ID.me accountò and follow the prompts to enter an email address and create a password.   
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5. Check your email and confirm your email address by clicking the ñConfirm your emailò link sent by ID.me to the email address you provided, so that you 

can set up multi-factor authentication.   
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6. Choose your authentication method (text or phone call) and you will receive a 6-digit code.  
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7. Input the 6-digit code and click ñContinueò.  
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8. Follow the prompts to verify your identity.  This process might take 5-10 minutes to complete. You will need to upload a photo of your driverôs license, state 

ID, or passport to verify your identity. 

 

Note: Should you encounter problems with verifying your identity, please access the ID.me Help Center. 

 

 

https://help.id.me/hc/en-us
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9. Once you have successfully verified your identity, you will be automatically redirected to the VA Education Platform Portal landing page.  
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Authenticating via the Education Platform with an Existing ID.me or Login.gov Account 
 

1. Navigate to the VA Education Platform sign-in page and select ñSSOeò. 

 

  

https://iam.education.va.gov/user-access
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2. Select sign in using ñID.meò or ñLogin.govò based on where you created your account. 

 

Note: Subsequent screens demonstrate logging in with ID.me, Login.gov will follow similar steps 

 

  



 

19 

 

 

3. Input your email and password and select the ñSign inò button. 
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4. Choose your authentication method (text or phone call) and you will receive a 6-digit code.  
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5. Input the 6-digit code and click ñContinueò.  

 



 

22 

 

6. If you have not done so previously, follow prompts to verify identity.  

Note: Should you encounter problems with verifying your identity, please access the ID.me Help Center. 

 

  

https://help.id.me/hc/en-us
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7. Once you have been authenticated, you will be redirected to the VA Education Platform Portal where you will be able to request access to Enrollment 

Manager.  

 

Please note:  

¶ Enrollment Managerôs system is browser agnostic and for an enhanced user experience, excluding Internet Explorer.  

¶ Access to Workload Manager and Benefits Manager is solely for internal users with PIV credentials. 

¶ Foreign School Certifying Officials experiencing trouble with ID.me, please work directly with ID.me to resolve issues.  

¶ Foreign School Certifying Officials experiencing issues with subsequent authentication through ID.me, please contact ID.me support.  
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REQUESTING FIRST-TIME ACCESS  

¶ Option 1: If you are an existing VA-ONCE user, you will be prompted to utilize your legacy VA-ONCE credentials to either: 

o Bypass the ELR review process (if you are School Certifying Official) or  

o Bypass the School Certifying Official review process (if you are an Assistant or School Certifying Official Read Only). 

If you have a legacy VA-ONCE account, you will be able to access Enrollment Manager by utilizing your VA-ONCE credentials. Utilizing VA-ONCE credentials to 

log in is a one-time process used for the first time you log in only. With this process you will automatically be given the same access associated with your VA-

ONCE account.  

Note: The first and last name that are registered to your credentials in VA-ONCE must match the first and last name used for your ID.me/Login.gov account. If they 

do not, you will receive the below error message when attempting to log in with your legacy credentials. If this occurs, please proceed to the next section. 
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¶ Option 2:  If you do not have existing VA-ONCE credentials, you are required to either: 

o Request access through your Education Liaison Representative (if you are a School Certifying Official) 

o Request access through your School Certifying Official (if you are an Assistant or School Certifying Official Read Only) 
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School Certifying Officials 

Request Access Through Legacy VA-ONCE Credentials (Bypass the ELR Review Process) 

Utilizing VA-ONCE credentials is a one-time process and you will be given the same access associated with your VA-ONCE account.  

Note: Utilizing VA-ONCE credentials is a one-time process and you will be given the same access associated with your VA-ONCE account.  

Follow the below steps to learn how to utilize your VA-ONCE credentials to access Enrollment Manager. 

1. Click on the ñlegacy VA-ONCE usersò link and input your legacy VA-ONCE user name, user password, and associated State. Then click the ñOkò button. 
 

c  
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2. Once you submit the required information, you will receive a message noting ñAccess to Enrollment Manager has been grantedò. Select ñCloseò to quit the 

message.  
 

 

3. A message will appear noting that access has been requested and an email will be sent to the ELRôs mailbox.  

Once the ELR verifies your information is accurate and all requirements have been met, you will be granted access to Enrollment Manager.  

Note: You will receive an email upon submitting your request, as well as receive an email upon approval/denial.   
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School Certifying Officials 

Request Access through the ELR (No existing VA-ONCE credentials) 

Once you are on the VA Education Platform Portal, follow these steps to request access to Enrollment Manager through your ELR: 

1. Select ñRequest accessò under the Enrollment Manger tab. 
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2. On the following screen, verify your pre-populated information (ñFirst nameò, ñLast nameò) is accurate and input your desired email and corresponding state. 

Note: To assist an ELR in identifying you, it is recommended to use the facility email address on this page. 
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3. Select ñSchool Certifying Officialò for the ñRole.ò 
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4. Next, you will select the ñStateò in which your institution is based so that requests for access can be directed to the correct ELR.  

Please note:  

¶ While you may report to more than one state or jurisdiction, input the most relevant state to gain access before working with your ELR to gain approval for 

outlying states.  

¶ Foreign School Certifying Officials will have the ability to select a listed country, territory, or indicate they are at a foreign facility.  

 














































































































































































































































































































































































































































